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Remarks:

Red: The attached copy of a mmemo-
randum prepared by [for my
signature may be of interest to you from a
records management point of view, It
represents a good deal of work by[ |

|and the two
secretaries in our Curie Hall office, and

I think it hag been worth it. I do not know
whether it has any pertinence to other offices,
but if the Maragement Staff has any interest
we would be glad to talk to them about it.
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MEMCRARDUM FOR: OCC Attorneys
SUBJECT ¢t Operationsl Projects - O0C Participation and Raview

1. This memorandum is to advise members of the Office of procedures
recently put in effect which 1t is hoped will vesult in more effective
0GC assiatance to operational projects. The cooperation of all attorneys
in following these procedures 1s requested.

2, About ninety percent of our project files bave been kept in the
Curie Hall office and most of our project activity has been handled by
the attorneys assigned to that office. During the past year all OGC
project £iles have been reviewed, Files have been consolldated, retired
or destroyed as found appropriste, All guestionable cases have been dis-
cussed with the responsible branch or operating division. Every project
remaining in an active status bas been assigned to an attorney now on duty
st Headquarters. The files are now in ressonsbly orderly condition and
‘with your cooperetion in following the procedures outlined below we should
be able t0 offer more effective and timely assistance to the offices
coutrolling operational projects.

3¢ As 8 matter of general interest and as an example of the
cumulative effect of the "grandmother's attic” concept of retention of
files, it should be noted that at the beginning of our review there were
wore than GO0 "project” files in the Curie Hall office. There are now 112
plus. 16 assigned to attorneys in Bast Building, It vas discovered that
many of the files vwexre not projects at all, but items which had found their
way into ipdividual folders with true nmme or cryptonym designations aud
then vere logt for prectical purposes since they should have been in office
subject £iles and would not be looked for smong the projects. Many files
congisted solely of drefts of proposed eduministrative plans or other
wemorandums on proposed projects which were never authorized. A large number
of the files were terminated projects, some of which had been terminated as
fer back es 1951 or 1952. In some cases a single projsct was filled in two
or move ceparate folders without cross references., This heppened wbere the
eryptorym for a project had been changed at some time in 1ts life or where
subsidiary activities had been set up under existing projects, but were not
to be administered as a separate project, Many folders conteined projects
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1n which therve had been no 0GC action or review for as long as seven o
eight years. Inguiries shoved that some of thbese could bave been retired
long sgo. In most cases it was time consuming 40 locste the responsible
case officers sinee we had falled to note changss of case officers and
vesponsible branches and divisions as they ocowrred. In addition, most
Polders and the £lles es @& whole were unnscessarily bulky &s s result of
the retention of drefts, notes, multiple copies of bulky items and other
material vhich no longer served & useiul puwrpose.

b, Beginning in October 1960 & system of continuing review of every

© operational project in this Office has besn ipstituted, With the consoli-
 dation of the Bast Building and Curie Hall offices all operational project

folders will be £iled togetber and the records and system of review will

be monitored by the 0GC Idbrarian, She will maintaln e tickler f1le and

ascure that each operatioval project is reviewed by the responsible sttorney

at six month intervais and 1s reassigned when he transfers or resigns. With

continuing review and retivement of projects the number of folders in OGC

£iles ghould incresse slowly, if st sll, Therefore, in the foreseeable

future only sbout twenty projects will have to be revieved each month,

5, 1In the periodic review the attorney should call the case officer
to ascertain the present status of the project, the need for essistance by
the branch or division, suggest steps that should be teken at the time in
accordance with the administrative plan or for other remsons and generally
asswre himself that all information in OGC files is current and that the
project is getting and acting upon the legal edvice which it may need.

The date of the review and appropriate remarks should be noted on the
comment sheet at this time, Excess pepers such as drafts, personal notes
and other items which bave served their purpose shbould be looked for and
removed from the files on each review, Ne should srrange for retirement |
or dastruction of files within six months sfter termination of a project
or where the project has been inmactive for a long period of time and it |
sppears unlikely that 0GC assistence or raview will be necéssary oOr '
productive in the future. In most cases the material in such flles /
madnteined in this Office will include few if any original records amd
destruction of such files shortly after termination or within a stated -
period efter retirement to Archives is recommended. g

¢

6. In eddition to the sbove steps, it is vequested that particularly
during the first complete veview (i.e., between October 1960 and April 1961)
all projects which contain only a few pages of material or are unlikely
%0 have much sotivity in this Qffice be conmsolidated in the Alpbabetical
Project folder rather than being kept in en individual folder. This step
will materially sssist in cutting down the bulk of items to be stored in
the Tile safes.
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T. It seems likely that sdherence to the system outlined above will
permit this Office to take a more sctive part in many operational projects
than it hes in the past and assure our assistence being provided when it
is most needed. In sbort, we will be planning and preventing, ratber than
curing and lementing, Our files will be ourrent and we will know that the
presence of a folder among the project files indicates an active project
in vhich this Office may be sble to offer unigue and valuable assistance.
During tbe first revisw in October 1960 of about 15 projects, the responsible
branches and divisions were most responsive to our inquirles sbout the status
of their projects and our interest in initiating any sssistance within our
sbilities, The awareness on the part of the divisions of our continuing
interest and willingness t0 assist in projects undoubtedly will result in

their calling on us more frequently, but at & stage where we can assist
more effectively.
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LAWRERCE R, HOUSTON
General Counsel
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. Office of General Counsel
Attn g |Administrative OFfique

' Chief, Records Menmgement Stafe

Audit of Records Disposition Prograw

l. 7The attached revised Records Control Schedule was pre-
pered as a result of en audit of the Records Disposition Program
in your office. The schedule reflecty the changes required since
the initiation of the program in your ares during 1954 and super-
sedes the previous schedule (32.-5{) dated 13 April 19%h.

2. The records descrided in the schedule cover only the
records maintained by the Office of the General Counsel and the
Branch Office. Bffective 9 September 1957 the funetions of the
Legislative Counsel were transferred to your office. It ia
understood that an sudit of thosge recordg will be made when feasible
and the Records Control Schedule for that aree revised and wede a
part of your records schedule,

3. The audit revealed thet while substential progress has been
wade in your records program during the past year no dieposition
action has been taken by the Branch Office. Plesse let we know
if we can be of sssistance in iwplewenting the program of the Branch.

k. I wish to express my sppresiation for your sasistance to
| during the eourse of this survey. | | who

prepared your Records Control Schedule will be available at any
time to assist you.

Atitachnents
2 Records Control
Behedules
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